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CHAPTER I
INTRODUCTION
Rationale.—A new concept of a program of individual guidance
as contrasted with the older practice of mass education is concentra¬
ting the attention of administrators, teachers, and guidance personnel
at all levels of the school on the need for a variety of information
about each individual pupil. In an effort to obtain records of ability
and achievement that have a high degree of objectivity and reliability,
a good system of record keeping is needed.
If emphasis is to be given to the organismic concept of growth
and development of boys and girls, it is desirable that we have data
on their intellectual, physical, social, and emotional status. All of
the phases of the guidance program depend upon information concerning
the potentialities and characteristics of the pupil, and the influences
and resources of home, community, and the school in which the indi¬
vidual's concerns arise and in which settings he must make his adjust¬
ments.
The instrument best fitted to give this complete picture of the
individual pupil is the cumulative record. The cumulative record
includes many of the other instruments of the over-all school program.
Frequently such information as the academic record, health record,
extracurricular record, the work-experience record and many other worth-
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while records which show the developmental picture of the individual is
found in the cumulative record.
Each school is unique in that the principles used to set up a
system of record keeping should be based on the interest, needs, and
abilities of the pupils it serves. If the system does this, it can
help translate these principles into action by building a better under¬
standing and appreciation of each individual.
Since guidance is for the purpose of assisting the individual
in understanding, accepting, and utilizing his abilities, aptitudes,
interests and attitudes to the maximum, then the information needed to
assist the individual pupil must be based upon carefully developed
data drawn from longitudinal and cross-sectional analysis covering the
areas above.
The individual's personal development cannot be planned for
without knowledge of his characteristics. Since infomation needed to
counsel a pupil at any time may concern his health (physical, mental,
or emotional), educational relationships, achievement, attitudes,
aptitudes, interests, abilities, family relationships, hobbies, work
experiences, or other pertinent characteristics, it is essential that
these data be cumulative, recorded, and available for use. While
identifying and recording an individual's characteristics are functions
of a program of guidance services, it is only through the wise inter¬
pretation and use of these data that their recordings and filing take
on meaning.^
^Franklin R. Zeran and Anthony C. Riccio, Organization and
Administration of Guidance Services (Chicago; Rand McNally and
Company, 1963), pp. 2-3.
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This information may be used by the guidance personnel to:
1. Provide the administration with means of measuring the
success of the school in meeting the needs of pupils
and the community.
2. Provide a permanent record of the pupil which can be
filed for future reference or use.
3. Help the counselor effectively counsel the pupil.
4. Help the counselor become better acquainted with the
pupil and see him not just as a pupil but as a person.
5. Help the counselor understand the basic personality
patterns or problems of the pupil.^
Evolution of the problem.—The writer's interest in this study
was an outgrowth of teaching adults at Booker T. Washington High School
Evening Classes. Many of the students in the class were high school
drop-outs. This made it necessary to check with the previous high
schools for the records of these students. In reviewing some of these
records the writer realized immediately that some of the problems
encountered by these students which caused the interruption in their
education could have been avoided. Some of the problems were attend¬
ance, health, finance, and a few other less serious ones. The writer
felt that if the homeroom teacher and counselor had worked together
to assist these students in solving their problems, in many instances,
their education would not have been interrupted. Other records were
often incomplete, lost, or not available. Many times new records had
to be made with little or no information. This also made the writer
aware of the importance of an efficient method of keeping records and
^Edwin A. Gaddis, "Cumulative Record System that Promotes
Guidance," National Elementary Principal, XXXIV (September, 1954),
174.
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using them to assist the students in solving their problems.
After several conferences with the principal, interest grew and
the determination was reached for a study of this kind.
Also, it was felt that such a study could be an invaluable aid
in the establishment of an efficient system of record keeping by the
writer.
Contribution to educational knowledge.—In our present world of
automation, with machines taking over the jobs of many workers, with
modern methods of processing, tabulating and recording material, it is
important that man keep up with the times. Today, record keeping is
the indispensable service function of any organization. Therefore, it
is important that we learn as much as possible about methods and prin¬
ciples which might help us gather information that is necessary to
give a long-range view of the individual's growth.
After a thorough search of methods, principles, and suggested
techniques this study has enlightened the writer, and it is hoped that
it may help others who might need to keep records for any purpose; and
especially those using the information to help boys and girls.
Statement of the problem.—The problem involved in this study
was to determine how records were kept and used in the guidance program
of the Atlanta Public Schools.
Scope and limitations.—This study was limited to the high
schools in the Atlanta Public School System. Other limitations were:
1. The data were collected from counselors who were
requested to complete a questionnaire after per¬
sonal interviews.
2. The information listed on the questionnaire was
based on research findings characteristic of good
5
use and methods of record keeping. It was hoped
that subjectivity could be eliminated as much as
possible from the data collected.3.The study has involved the thirty public high
schools in the city system.
Purpose of the study.—The purpose of this study was to analyze
and evaluate how records were kept and used in the public school guid¬
ance program.
More specifically, the purposes of the study were;
1. To find out what methods were used for recording data.
2. To find out if cumulative records reflected a compre¬
hensive picture of the individual.
3. To find out if records were limited to essentials,
and eliminated when no longer needed.
4. To ascertain the usefulness of the material in the
records and how it related to the identification and
adjustment of the problems of the individual pupil.
5. To see if all the information that was needed for the
analysis of the individual had been included in the
records.
6. To find out if the involvement of the entire faculty
was important in the guidance program.
7. To determine the manner and extent of the use of
records by the counselors in the schools studied.
8. To find out if records were readily accessible to
persons needing them in a centralized location.
Definition of terms.—Significant terms that were used in
this study:
1. "Personnel Records" referred to all records of the
school that were employed in recording information
about individual pupils.^
^Arthur E. Traxler, Techniques of Guidance (New York; Harper
and Brothers, 1957), p. 183.
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2. "Cumulative Records" referred to all records that
made provision for the accumulation of significant
and comprehensive information about an individual
pupil over a period of years.^
3. "Individual Inventory" included the analysis of the
individual. This analysis included three kinds of
activity: (1) the collection of essential informa¬
tion on the individual student, (2) the processes
of recording, filing, and storing this information,
and (3) the uses that were made of this information.
4. "An Analysis of an Individual" was based on a number
of sources at different points in the developmental
span of the individual, which fell into the following
categories: (1) information identifying the indi¬
vidual gained from school entrance interview;
(2) information provided by previous school perform¬
ance; (3) information gained from standardized
instruments; (4) information gained from the students
themselves; (5) infomation gained from significant
others in the school situation.2
Locale of the study.—The study was conducted in Atlanta, Georgia.
Method of research.—The method of research that was used in this
study was the descriptive survey. Use was made of a questionnaire and
personal interviews.
Subjects and instruments used in the study.—The subjects and
instruments that were used in this research were:
1. Subjects - The subjects were counselors in the Public
School System.





^Franklin R. Zeran and Anthony C. Riccio, Organization and
Administration of Guidance Services (Chicago: Rand McNally and
Company, 1963), pp. 6-7.
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Construction of the questionnaire.--The selection and organiza¬
tion of the questionnaire used in this study were based on:
1. Information selected from Evaluation in Modern Education
by Wrightstone, dustman, and Robbins.
2. Information selected from Method of Research by Good and
9
Scates.
3. Information selected from related theses.
4. Information selected from Research Methods in Social
Relations by Selltiz, Jahoda, Deutsch and Cook.-^
The selection and organization of items for the questionnaire
used in this study were based on:
1. Principles set forth by the authors of counseling and
guidance.
2. Studies done by others in the field of administration
and pupil personnel.
3. Studies on record keeping for school personnel.
4. Studies on maintenance and use of records.
5. "Analysis of a Personnel Record System" from Journal
of Higher Education.
The questionnaire was designed and validated in the following
manner:
1. The selection of items included in the question¬
naire was arranged under sub-headings; Sex of the
respondents who participated in the study; Ages
of the respondents who participated in the study;
%a3me Wrightstone, Joseph Justman, and Irving Robbins, Evalua¬
tion in Modern Education (New York: American Book Company, 1956),
pp. 136-48.
2
Carter V. Good and Douglas E. Scates, Method of Research (New
York: Appleton-Century-Crofts, Inc., 1954), p. 605-18.
3Claire Selltiz, Marie Jahoda, Morton Deutsch, and Stuart W.
Cook, Research Methods in Social Relations (New York: Henry Holt and
Company, Inc., 1959), p. 27.
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Types of degrees of the respondents; Certifica¬
tion of the respondents; Teaching experience of
the respondents in elementary and high school;
Number of years of experience as a counselor;
Types of records kept by the respondents for
counseling; Methods used by the respondents to
secure information for the records, and how
this information was entered on the records;
Types of infomation recorded about the students;
Names of the records kept; The location of the
records; The title of the recorder of the records
and twenty-two principles of good record keeping
and use by authors in the field of counseling and
guidance.
2. The questionnaire was designed in order to solicit
objective responses with a minimum of effort on
the part of the respondents.
3. The questionnaire was submitted to the advisor for
review, suggestions, necessary corrections and
approval.
4. The questionnaire was administered to counselors
and teachers of the Rome High School, Rome,
Georgia, re-examined, altered and submitted.5.The questionnaire was then sent to all counselors
in the public school system of Atlanta.
Description of the questionnaire.—The questionnaire used in
this study consisted of a booklet of six pages, exclusive of a letter
of explanation and request for cooperation.
The questionnaire consisted of three major divisions:
1. Request for information pertaining to the respondent's
sex, age, training and years of experience as an ele¬
mentary teacher, high school teacher or counselor,
and educational qualifications of respondents dealing
with degrees held and certification of counselors.
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2. Direction for the completion of part two which included
a listing of forms and methods used to obtain informa¬
tion by counselors, seven items listed as records that
might be kept in the school, six methods that might be
used to obtain information for the records; ten differ¬
ent types of information that might be available in
the records about the students; a section for comple¬
tion whereby each respondent listed the records kept
in the school, location of the records, names of
persons using the records and the title of the recorder
of the records.
3. Directions for the completion of part three, which
included twenty-two principles of record keeping, each
principle having one of five possible responses:
strongly agree, agree, disagree, strongly disagree,
and insufficient evidence. This part consisted of 110
responses and twenty-two definite responses. If this
principle was true in the school, the respondent would
circle the one response out of the five which made it
known.
4. The respondents were given the opportunity to list in
part two, any particular record used in the school that
was not listed, name any other methods used in the
school to gain information other than those listed, any
other information in the records about the students
that was not listed.
Procedural steps.—The essential data in the development of this
study were collected, organized, interpreted and presented in the
following manner:
1. Permission to conduct this study was secured from the
proper school authorities.
2. Related literature applicable to this representation
was reviewed, analyzed and presented.
3. A questionnaire pertinent to the furtherance of this
research was constructed and validated consistent
with the views of advisors in the area of this educa¬
tional research.
4. The questionnaire was distributed to the counselors
of the high schools in the system.
5. Personal interviews were held with counselors.
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6. The data derived from the questionnaire were organized
into tables and treated as stated in the statement of
the purpose of the study; summarized in a meaningful
form for presentation in this final thesis copy,
7. The facts, inferences, conclusions and recommendations
derived from the analysis and interpretation of the
data are incorporated in the final thesis copy.
Collection of data.--The following steps were used in the collec¬
tion of the data for this study;
1. During the months of March and April the questionnaire
was constructed and validated.
2. May 23, 1967, the questionnaire was sent to each
counselor in the school system.
3. During the remaining weeks in May and the first week
in June the questionnaires were returned by fifty-six
of the seventy counselors in the public high school
system.
4. During the months of May and June, the data from the
fifty-seven questionnaires were compiled in four
master copies for tallying, totaling, computation of
responses and the per cent of responses.
5. The raw data were treated statistically during the
month of June and are presented in the final thesis
copy.
Survey of related literature.—Educators in the field of counsel¬
ing and guidance feel that a comprehensive program of record keeping
and use of the data compiled involves many changes in school adminis¬
tration and in teacher education, Patterson, in his study of Essential
Pupil-Personnel Records states:
The cumulative record should be expanded to a well
stocked record folder, the testing program has to be
greatly expanded to include tests of special aptitudes,
attitudes, personality, special interests, social
adjustments, and life values; and the teacher, adminis-
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trator and clerical help must be trained to prepare and
use the records,^
Record keeping does not limit itself to the guidance program only; but
to all personnel workers who come in contact with the child in the
total school program. In order for the guidance program to be success¬
ful there must be an involvement of the entire faculty. When the
counselor looks at the cumulative record of the student as a counseling
tool, he sees a complete picture of the student in terms of his needs.
He uses this information to help the student understand himself, his
relationships with others and the world in which he must live.
Patterson further states in his study that an educational
program which takes sincerely its obligations to prepare the student
for the understanding of democratic values must seek much of the
recommended data before it will be able to implement fully any concern,
alleged or real, for the worth and dignity of each individual.
In seeking to help the student understand himself, the guidance
program must consider the social, cultural, and economical aspects
which affect the life of the student; the individual ideology and pro¬
cess which make up the society in which the student finds himself; and
the problems encountered by the student in daily living and planning
for the future. To do this effectively, all of the information relat¬
ing to the foregoing should be carefully categorized in the records of
the guidance program. The counselor, making use of the data assembled
and filed in those records, will be able to see the student as an
^Allen D. Patterson, "Essential Pupil-Personnel Records,"
Educational Administration and Supervision. XXXIII (April, 1947),
pp. 226-228.
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emerging, developing organism, with school in general, and the guidance
service in particular, assisting him in such growth and development.
In gathering data for this thesis, the writer read carefully
from two noted authorities in the field of guidance and counseling.
These authorities, Zeran and Riccio, set forth the premise that guid¬
ance is a developmental process. If guidance is a developmental
process, the paramount undertaking of an organized guidance program
would be to learn essential facts about the student so that these
persons may be assisted in the realization of the opportunities
afforded them through formal training. Again, the record keeping pro¬
cess of the guidance service and effective use of this data becomes
apparent.
These authorities insist that the individual inventory is basi¬
cally concerned with collecting and recording useful information for
the guidance service. The records should be accurate and should be
collected continuously during the entire school history of the student.
The system should, however, be simple and organized so that there is a
centrality of understanding on the part of all persons reading the
records. These records should be readily available to the proper per¬
sons in the entire school. They must be uniform throughout the system
and should provide for a minimum of repetition of items. Notwithstand¬
ing the qualifications set out above, the data when collected and
analyzed should be such that the individual to whom it relates can be
seen as a person.
Some of the ways in which data collected through an effective
record keeping system in the guidance service may be useful are listed
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below;
1. School grades may provide some basis for prediction of
future achievement; they may, also, compare achieve¬
ment with ability.
2. Health records may produce a clear insight into the
stamina, instability or work habits of individuals or
indicate more serious difficulties.
3. Standardized instruments might identify readiness,
weaknesses, or acceleration.
4. Family and cultural background may acquaint teacher
or counselor with irregular behavior patterns, habits,
unsatisfactory social adjustment, or nervous tension.
5. The extra-curricular activities may identify and
develop leadership, special talents or abilities.^
There are other instruments which may be used in the guidance
program. Authorities in the field suggested, among others, the follow¬
ing: anecdotal records, attendance records, personality ratings, work
experiences, educational plans and counseling notes. Data collected in
the manner set out above can be used to gain some insight into the
developmental pattern of the student.
Earlier we stated that record keeping does not limit itself to
the guidance program solely, but to all persons who come in contact
with the child; therefore, there must be active involvement of the
teacher and other staff members in the student's school life in the
accumulation and analysis of data collected and contained in the
records. Gaddis made a study in the area of records for a guidance
service. His findings showed that the need for a ciomulative record
Franklin R. Zeran and Anthony C. Riccio, Organization and
Administration of Guidance Services (Chicago; Rand McNally and
Company, 1963), pp. 6-22.
14
system is based on the interest, needs and abilities of the children
it serves. He states that the nature and direction of a child's growth
is often more significant than the stages reached along the way. A
good cumulative record enables the teacher to follow the growth of the
child through the years. The value received from the use of this type
of record system is an improved teacher-pupil relationship and a
noticeable increase in the attention given to pupils by the teacher.
Pupils respond better to counseling techniques and the implementation
of counseling tools.^
Many studies have been made on the value of the cumulative
record as a guidance tool. One such study was made by the Oak Ridge
Schools in Tennessee. The teachers were trying to find means of
organizing and interpreting significant data about the background,
growth and needs of pupils in the schools. A summary of their thinking
follows: The purpose and uses of records are to contain significant
information about each child; to help the teacher and staff understand
the child; and to furnish a record of the child's developmental progress.
A thorough study of the pupil's record will lead to a better understand¬
ing of the problem of the pupil and to a continued consideration of
the needs of the adjustment of each pupil.^
^Edwin A. Gaddis, "A Cumulative Record System That Promotes
Guidance," National Elementary Principal. XXKIV (September, 1954),
172-174.
2
Berta E. Capehart and Lillian L. Gore, "Cumulative Guidance
Records," School Executive, LXVIII (November, 1948), 54-56.
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Some features which resulted from the foregoing study were shown
in the new records listed below:
1. A great amount of space was available for teachers*
comments.
2. The new record gave an annual growth picture of the
pupil in one vertical column.
3. Card inserts were used for kindergarten, elementary.
Junior and senior high school.
4. A space for a summary of pupils' progress was left
at the end of the twelfth grade. Thus giving a com¬
plete record of the individual at a time when he was
best known and by the persons who knew him best (the
homeroom teacher or the counselor).
This summary was very important because the task of recommending
a student for employment or college entrance became very difficult when
there was no one remaining on the staff who remembered the student.
In an analysis of a Personnel Record System at Syracuse Univer¬
sity, it was learned that there was duplication within the record system.
The factors of time, space and routing of information between offices
and the time of the clerks recording and handling of data grew out of a
system which involved excessive duplication.
It was suggested that each office in the university analyze its
need for data, deleting items not used and reducing items called for
on successive course registration. Duplication could be reduced and
efficiency of the keeping of records increased if offices using records
could be placed near a central filing system. Each office would keep
its confidential data, it would not be a part of the data in the cen¬
tral filing system.
Another method that could be used to avoid duplication would be
a central cumulative folder. This would further reduce duplication of
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of the records. Such a system would enable the staff members who
counseled students to receive data immediately from the central office.^
Although this report deals with college personnel records, the
writer listed as one of the specific purposes of the study the deter¬
mination of the following facts: Are records readily accessible to
persons needing them; and are there unnecessary duplication of data on
records?
All studies and research by this writer in the area under inves¬
tigation leaned heavily toward accurate record keeping as an essential
and integral part of any, and all, guidance programs.
^Margaret J. Fulton, "Analysis of a Personnel-Record System,
Journal of Higher Education, XXII (April, 1951), 209-211.
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CHAPTER II
PRESENTATION AND INTERPRETATION OF DATA
Organization and treatment of data.—This chapter of the research
report is concerned with the presentation and interpretation of data
dealing with record keeping and how records are used in the guidance
program of the Atlanta Public School System. These data are presented
in such a manner as to answer questions relative to the purposes as pre¬
sented in Chapter I. The analysis and interpretation of the data are
organized around and presented under the captions: (a) Sex of the
respondents, (b) Ages of the respondents, (c) Types of degrees held,
(d) Certification of respondents, (e) Teaching experience of the
respondents, (f) Types of records maintained for counseling, (g) Methods
used to obtain information for records, (h) Types of information
recorded about students, (i) Location of records and title of the
recorder, (j) Responses to principles of record keeping.
With reference to circularized questionnaires. Good and Scates
state:
Perhaps the first thing for the young or inexperienced
writer to get in mind regarding the questionnaire tech¬
nique of gathering data is that it is not a quick, easy,
and facile method of investigation. It is relatively
slow, requires a large investment of time on the part of
the investigator, and often gives results that are
highly disappointing, because of their incompleteness,
indefiniteness, and the generally hostile attitude of
recipients toward the flood of appeals made for coopera¬
tion in answering questionnaires. These statements do
17
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not mean that questionnaires or similar special reports
have no place, or that such investigations are invaria¬
bly poor; these comments do mean that experience reveals
the technique to be far, in terms of difficulty, from
the notion held^^by many beginners in research and in
graduate study.
The writer attributes her success with the questionnaire to the
fact that the use of a follow-up in the form of an interview was imple¬
mented the week following the mailing of the questionnaire. Many of
the persons were contacted, many were furnished with additional
questionnaires, other questionnaires were picked up by the writer
because of the time element in the closing of the school year.
Sex of the respondents.—Table 1 indicates that 70 questionnaires
were mailed to the 70 counselors in the Atlanta City High Schools. Of
the 70 counselors, 56 returned completed and usable questionnaires.
This represented an 80 per cent return. The right column in Table 1
shows that a slightly greater per cent of females than males responded
to the questionnaire. The subjects whose data are included in the
paragraph below were comprised of 19 males and 37 females. On the
original mailing list, females represented approximately 63 per cent
of the total. This observation agrees with the generally accepted fact
that females constitute the greater portion of persons employed as
school counselors.
Ages of the respondents.—Table 2 indicates that of the 56
respondents there were none below 20 years of age; 26 counselors or
46.42 per cent of the respondents were between the ages of 20-34; 22
counselors or 39.30 per cent of the respondents were above 50 years
of age. This points out that the largest percentage of counselors are
between the ages of 20-34 years of age. Since counseling in the public
19
school is a relatively new area in the educational profession, only a
few persons have pursued this area for a long period of time, there
were only 8 counselors over 50 years of age. The mean age for the
Atlanta school counselor was 27 yeaxs.
TABLE 1







Male 26 19 73.00
Female 44 37 82.00
Totals 70 56 80.00
TABLE 2
DESCRIPTION OF RESPONDENTS ACCORDING TO SEX AND AGE
Age
Male Female Total
Number Per Cent Nvimber Per Cent Number Per Cent
Above 50 2 25.00 6 75.00 8 14.28
35 - 50 10 45.45 12 54.55 22 39.30
20 - 34 7 26.92 19 73.08 26 46.42
Below 20
Totals 19 33.93 37 66.07 56 100.00
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Types of degrees held.—Table 3 indicates that of the 56 respond¬
ents 22 or 39.28 per cent hold Bachelor of Arts or Bachelor of Science
degrees. The table also indicates that more than half of the respondents
have Masters' degrees, whether in counseling or other fields of training.
However, since these data reflect only the highest degree earned, and
not the field of concentration, implications can be drawn that would
reveal upon the knowledge of the amount of training these persons have
had in pursuit of the Master's degree in counseling and guidance.
TABLE 3
DESCRIPTION OF RESPONDENTS ACCORDING
TO HIGHEST DEGREE HELD
Degree Number Per Cent
A.B. / B.S. 22 39.28
M.A. 34 60.72
Totals 56 100.00
Certification of respondents.—Table 4 indicates that of the 56
respondents 23 or 41.07 per cent hold SC-4 certificates. The SC-4 is
a provisional certificate issued to teachers who have T-4 certificates
in any field upon satisfactory completion of 15 quarter hours of
acceptable graduate work from an approved institution in guidance and
counseling courses and one year of acceptable school experience. This
certificate is valid for one year, and renewable after 2 additional
graduate courses toward professional certification have been completed.
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TABLE 4
DESCRIPTION OF RESPONDENTS ACCORDING
TO CERTIFICATION





The table indicates also that 24 counselors or 42.85 per cent
of the respondents have SC-5 certificates. The SC-5 certificate is
the school counselor's professional five-year certificate, it is
issued if the applicant has met the following requirements:
1. If applicant has not previously qualified for a
professional 5-year certificate of any type, but
is eligible for T-4 certificate in any field, the
SC-5 may be issued if;
2. The applicant has a Master's degree from an accred¬
ited institution with 5-10 quarter hours in courses
dealing with the nature of the learner and the
psychology of learning
3. Five-lO quarter hours in guidance and counseling
courses designed for the elementary and secondary
school counselor and 3 years of acceptable teaching
experience.
Thirdly, the table indicates that 9 counselors or 16.08 per cent
of the counselors have earned a SC-6 certificate. The SC-6 or the
school counselor's professional six-year certificate requires that the
applicant have a Master's degree, a minimum of 45 quarter hours of
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graduate credit beyond the Master's degree, and the first professional
five-year certificate and the following;
1. Fifteen quarter hours in courses dealing with the
nature of the learner and the psychology of learning.
Fifteen quarter hours in courses dealing with the
school and the problems of the school.
2. Fifty quarter hours, the major portion dealing with
guidance and counseling courses designed for elemen¬
tary and secondary school counselors. The remainder
of the work may deal with related subjects which
strengthen the area of specialization.
3. Ten quarter hours dealing with research.
4. The required score on appropriate section of National
Teacher's examination.
It is apparent from the table that slightly more than half of the
counselors in the Atlanta Public Schools hold the professional creden¬
tials.
Teaching experience of respondents.—Table 5 indicates that 11
counselors or 19.64 per cent of the respondents had some elementary
teaching experience, 24 or 42.86 per cent of the counselors had some
teaching experience in the high school. Since some teaching experience
is required before entering into counseling, all of the counselors are
required to expose themselves to the rewarding experience of the class¬
room. The table also indicates that more of the counselors have
secondary school teaching experience than elementary school experience.
The research reveals that the greatest per cent, 21.43 per cent, of
the respondents have worked 2 years as counselors, thus pointing to
the recent influx of individuals to this particular area of profession
in the field of education.
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TABLE 5
DESCRIPTION OF RESPONDENTS ACCORDING TO
TEACHING EXPERIENCE
Number of Years
Elementary High School Counselor
Per Cent Per Cent Per Cent
0 76.83 3.57
1 1.78 3.57 19.63
2 1.78 3.57 21.43
3 1.78 1.78 17.86
4 1.78 5.34 3.57
5 3.57 8.95
6 3.57 3.57 5.34
7 12.54 3.57























Totals 100.00 100.00 100.00
Types of records maintained for counseling.—Table 6 indicates
that of the 56 respondents, all of the counselors used some forms in
24
common. These were; cumulative record, health records, permission
from parents for supervised trips, and excuse from class permit. Fifty
respondents or 89.28 per cent used the pupil performance report, 26 or
46.42 per cent of the respondents used the personality report sheet,
and 22 or 39.28 per cent used the interview report sheet. The other
forms listed ranged from a high of 7.14 per cent to a low of 1.78 per
cent. Of these records, 15 different ones were used in varying degree
by the respondents.
From the forms of records listed by all of the counselors, the
usefulness of the records would be brought out in identifying and
adjusting the problems of the individuals through information on the
ctimulative records, personality rating, health records, pupil perform¬
ance sheet, case study or referrals. Any of the records could give
insight into, or identify problems, and by using them the pupil might
be assisted by the counselor in adjusting to or solving his problems.
TABLE 6
TYPES OF RECORDS MAINTAINED FOR COUNSELING
Name of Record Responses Per Cent
Excuse from class permit





































Name of Record Responses Per Cent
Short Schedule 3 5.34
Early dismissal 3 5.34
McBee Schedule 2 3.57
Case Study 2 3.57
Comments and notes from teachers
Classified information from community
2 3.57
services 2 3.57
Four year study plan 2 3.57
Psychological reports 1 1.78
Referrals to other agencies 1 1.78
Referral to social worker 1 1.78
As suggested in the preceding chapter, if a counseling program
is to be of great value in the guidance work of the school, it is
necessary that the records be maintained accurately and kept up-to-date.
Yet, excessive duplication of materials should be avoided. This study
revealed that all of the 56 respondents used four basic records. The
other types of records, though alike in some instances, are those
which meet the demands of the individual schools. Therefore, the
authors in the field of guidance and the respondents agree in principle^
in usefulness of material^in the flexibility of records and the impor¬
tance of their use.
Methods used to obtain information for the records.--Table 7
indicates that among 56 respondents, 7 methods were used in obtaining
information for guidance records. Two of the methods used were employed
by the teacher and the other method was employed by a teacher-student
combination, indicating that more than 40 per cent of the methods used
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were employed by the teacher. This substantiates the fact that the
majority of the recording of data is done by the teacher, and shows
that the involvement of the entire faculty is evident. The use of
the student in two of the methods employed in obtaining information
for the records was next in importance according to frequency. The
counselor and parent placed next in position in this order. The per¬
centage showing in the area of methods used in obtaining information
by social workers was 1.78, which might be considered negligible. On
the other hand, this service may not be available to all schools or
there is a possibility that social work agencies and services which are
available to counselors are seldom requested by them and pupils are
rarely, if ever, referred to such agencies.
TABLE 7
METHODS USED TO OBTAIN DATA FOR GUIDANCE RECORDS
Method Response Per Cent
Teacher transfer data from one form
to another 40 71.43
Students record information on work
sheet and teacher transfer to school
forms 30 53.58
Teacher interview students and record
information on forms 26 46.42
Students record information on record
forms 26 46.42
Counselor completes forms 24 42.86
Parents complete forms 14 25.00
Social worker transfers data on
special forms 1 1.78
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A summary of the methods used to secure information shows that
methods varied from school to school. Notwithstanding this variance
in methods, the homeroom teacher secured the greater portion of the
data used in the guidance program. See first item. Table 7.
Since the teacher supplies 40.00 per cent of the information
obtained for guidance record the data can be utilized by the classroom
teacher as an aid to studying and understanding the individual student
in the class. The cumulative record is not meant to be used to give a
favorable or unfavorable reaction toward a youngster. It is intended
to be used by teachers who are trained to use the data in a professional
objective manner. As teachers record materials which will increase
their knowledge and understanding of those whom they teach, they should
be able to function more effectively.
Types of information recorded about students.—The nature and
direction of a child's growth is often more significant than the
stages reached along the way. The types of information recorded
should enable the counselor to follow this growth through the years.
Table 8 reveals that the records of the counselors include this affinity.
There was complete agreement by all respondents concerning the use of
information which pertains to health and physical development. Ninety
per cent of the infomation concerned itself with the social and
academic well<i«being of the pupil. This writer concludes from a study
of the table under review that too few individual interviews are held.
Of course, one becomes aware of the overloaded schedule of the counse¬
lors when the total number of students enrolled in a particular school
is compared with the counselors assigned. In one case, the total number
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of students at this school was shown at 1050, and only two counselors
were employed. While the counselor is not expected to interview each
pupil during the school year, certainly a more favorable counselor-
pupil ratio should exist.
TABLE 8
TYPES OF INFORMATION MAINTAINED IN
RESPONDENTS' RECORDS
Type of Information Number Per Cent
Health and Physical Development 56 100.00
School 53 94.66
Home and family life 52* 92.86
Morals and Religion 44 78.57
Boy and girl relations 10 17.86
Money, work and the future 40 71.43
Relations with others 44 78.57
Standardized test data 53 94.66
Self-adjustment 26 46.42
Social adjustment 34 60.72
Attendance 1 1.78
Individual interviews 1 1.78
Brief autobiographies 1 1.78
Location of records and title of recorder.—One of the purposes
of the study was to determine whether records were kept in a centralized
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location, accessible to all persons using them. The research shows
that the records were available, that the records were centrally
located, that a few of the records were duplicated in order to be of
value to those persons who might have use of them at the same time.
There appeared to be duplication of attendance cards, work permits and
a few other forms of communication needed by more than one school
authority at the same time.
A few records were kept in the principal's office or vault. The
majority of the records were located in the counselor's office. There
seemed to be a few rare exceptions where specific records such as
athletic or ROTC records were located in the office of the designate
responsible for that activity. These records, upon careful inspection
by the writer, contained nothing of value to the counselor except in
rare cases an activity or personal interest of an individual may aid in
assisting the individual in accomplishing a desired goal.
Observation shows that in the larger schools, grade level counse¬
lors are designated. In instances where this occurs, the grade-level
counselor's office becomes the location for the records of pupils of
that particular group.
Other schools have registrars. In this situation records are
located in the registrar's office. These records are limited to three
categories; McBee schedule, schedule planning card and report card.
Only two of the schools in the system had this school organization.
Further study of Table 9 reveals that records are kept in a
variety of offices, but the title of the recorders were limited to six
in number
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One of the purposes of this study was to find out if the entire
faculty is involved in the guidance program. Barr asserts that the
home, the school, the church, the community, and all other aspects of
the child's environment play a part in his guidance. Some of the most
influential individuals in that guidance are: (a) the teacher, (b) the
principal, (c) the parent, (d) specialized personnel—the counselor,
the adviser, the home visitor, the school nurse, school doctor, psycho-
metrist, special education teacher, librarian, homeroom teacher, and
school psychologist. All of these persons aid through the use of the
records they keep.
The community may provide referral agencies and personnel avail¬
able to schools. Child guidance clinics, either private or public, are
found in some communities. Social service agencies, churches, and
clinicians in private practice provide additional services on a
referral basis. They too keep records and are involved in the total
development of the child.
TABLE 9
NAME AND LOCATION OF RECORDS AND
TITLE OF THE RECORDER
Name and Location of Records Title of Recorder















Name and Location of Records Title of Recorder
Records Kept in Counselor's Office
Personnel folder counselor, teacher
Guidance folder counselor
Interview record counselor, teacher
Standardized test data counselor, teacher
Attendance counselor, teacher
Confidential folder or sheet counselor
Work permit counselor
Report card teacher
Excuse and other forms of information counselor, teacher.
Assistant Principal
Early dismissal form counselor
Summer school record counselor, teacher
Permanent record card counselor, teacher
Personal data sheet counselor, student,
teacher
Follow-up report counselor
Graduate personnel record counselor, teacher
Schedule counselor, teacher,
schedule committee
Pupil behavior form counselor, teacher
4 year study plan counselor
Psychological report psychologist






Records Located in Military Office
ROTC record Military Officer
Records Kept in the Coach's Office
Athletic files coach, athletic
director
Records Located in the Homeroom Teacher's
Room
Attendance card teacher
Excuses and other forms of communication teacher, counselor
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TABLE 9--Continued
Name and Location of Records Title of Recorder









Records Located in the Clinic
Health record





Records of awards and achievements
Records Located in File Room Between the


























Responses to principles of record keeping.--Preliminary research
during the early stages of planning for the study undertaken herein
revealed that there were 22 principles which served as a broad base for
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optimum record keeping in a counseling and guidance program. Respond¬
ents were requested to relate the record keeping for their school to
the purposes and objectives of the project undertaken. The respondents
were given five categorical designates from which they were to extract
an opinion regarding the record keeping in their school. Attitudes
were to be expressed in the areas included strong agreement, agreement,
disagreement, strong disagreement, and insufficient evidence. The
results of the attitudes of the 56 respondents to the 22 principles are
set forth in Table 10.
Only a few respondents had insufficient evidence for giving an
opinion or expressing an attitude on the principles as exhibited. Only
6 persons, or 10.73 per cent of the respondents, had insufficient
evidence in an area which has apparent significance, that of using the
records for reports to colleges and emplojraient agencies. The writer
believes that the information is available in the records but for
mitigating circumstances not used at the time the reports are made.
The twenty-eight respondents who showed strong disagreement with
the principle relating to occupational surveys and job placement (see
principle number 19, Table 10), leads this writer to conclude that
50.00 per cent of respondents contacted feel that there is not enough
time for this assistance to students, and the school is inadequate in
this area.
The majority of the respondents agreed that the records in their
school have material which reflects the worth and dignity of the indi¬
vidual
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A summary of the data from Table 10 indicates that the respond¬
ents strongly agreed more readily, and at a very large per cent, with
/
the principle which reflected on the development of the individual as
a complete entity. Thus the respondents shared the views of the
authorities in the field of guidance on the importance of records which
gives a picture of the child as a whole emerging personality.
Certainly, further investigation in this area is desirable,
because of the subjects' responses to the principles which deal with
an attitude on surveys, job placement information, information on
counselee being confidential, and the moral obligation of the counselor
to the counselee. These areas posed the largest number of unfavorable
responses.
TABLE 10
DISTRIBUTION OF RESPONSES TO TWENTY-TWO
PRINCIPLES OF RECORD KEEPING
Principles
Strongly Strongly Insufficient
Agree Agree Disagree Disagree Evidence
Per Cent Per Cent Per Cent Per Cent Per Cent
1. The record should reflect the worth
and dignity of each individual. 66.07 23.21 3.57 3.57 3.57
2. The records should show a develop¬
mental or longitudinal picture of
the annual growth of the child as
a whole personality, not merely a
mind or body.
Ln
60.72 35.71 1.78 1.78
3. The information recorded by the
guidance personnel should be used
to plan special services for pupils,
and find out if the curriculum is
meeting the needs of the pupils. 64.29 ** 28.57 1.78 5.34
4. Follow-up records should be avail¬
able to interested professional
personnel in the school. 42.85 50.00 7.14 1.78
5. The records should be used when
making reports to colleges and
employment agencies on pupil
qualifications. 50.00 39.30 8.95 10.73
Principles
6. Test data shown on the cumulative
record should be used to help
students.
7. Each school should keep a record
which shows personal characteris¬
tics of drop-outs and graduates for
use after students leave school.
8. Profile sheets from standardized
tests should be used in counseling
or assisting students.
9. A structured autobiographical form
should be used to provide informa¬
tion for guidance.
10. The Information Services of the
school should make available to
the students occupational, educa¬
tional and social information.
11. All records should be examined to
find out if non-essential data are




Agree Agree Disagree Disagree Evidence
Per Cent Per Cent Per Cent Per Cent Per Cent












39.30 39.30 10.73 3.57 7.14




Agree Agree Disagree Disagree Evidence
Per Cent Per Cent Per Cent Per Cent Per Cent
12. The counselor keeps a confidential
file for information which should
not be made available to others. 30.36 41.07 21.43 5.34 1.78
13. School marks should provide some
basis for prediction of future
achievement of pupils by the
counselor. Records are inspected
when prediction of future achieve¬
ment is made. 50.00 35.71 10.73 3.57
u>
14. Extra-curricular activities should
be considered when identifying
students with leadership ability
and other special talents. 42.86 39.30 1.78 1.78 3.57
15. The counselor should use interest
inventories and records of hobbies,
reading habits, part-time work
experiences and other similar
activities in their work with
students. 32.14 48.21 8.95 3.57
16. The counselor should see that occu¬
pational information is made avail¬
able to students through brochures
and other publications. 57.14 42.86 3.57
Principles
17. The counselor should assist pupils in
the mastery of techniques of obtain¬
ing and interpreting information for
progressive self-direction. To do
this students should be allowed to
examine their records.
18. The counselor should provide assist¬
ance in narrowing choices progressively
to specific activities which are appro¬
priate to aptitudes, abilities and
interests manifested and to the proxi¬
mity of definite decisions of pupils.
Records must be used in carrying out
this function.
19. Counselors may make occupational
surveys to give information on labor
markets, job placement and require¬
ments to help students understand,
plan and select from the broad field
of work. Occupational surveys are
kept in the files and used when plan¬




Agree Agree Disagree Disagree Evidence
Per Cent Per Cent Per Cent Per Cent Per Cent
00
28.57 57.14 5.34 8.95




Agree Agree Disagree Disagree Evidence
Per Cent Per Cent Per Cent Per Cent Per Cent
20. The counselor has a moral obliga¬
tion to treat all information
received confidentally. 33.93 35.71 21.43 5.34 3.57
21. Evaluation of the guidance services
should be a continual process led
by the guidance personnel. Records
of evaluation are kept and made
available to interested personnel. 35.71 46.42 1.78
CHAPTER III
SUMMARY AND CONCLUSIONS
Introduction.—The record is an important feature of every guid¬
ance program that takes its origin from an objective study of the
individual. This record ties the loose ends together. Objective data
about individuals are essential to effective guidance, but there is a
danger that a program in which such data have a leading place will
become confused and obscured by a multiple of unrelated trivia. A
single datum, no matter how objective and valid, is of little valuej
it is when data are brought together and related, both laterally and
chronologically, that they become meaningful. The device by which
different kinds of information are brought together and organized is
a comprehensive individual cumulative record.^
Although the best possible cumulative record cannot in itself
insure successful guidance in a school, no plan of advising and counsel¬
ing students can rise to the level of a thorough guidance program unless
it includes a cumulative record which is understood and used by counse¬
lors and teachers alike. The cumulative record is at once the main
technique for the education of the faculty and the strategic organiza¬
tional device in the guidance program.
^Arthur E. Traxler, Techniques of Guidance (New York: Harper
and Brothers, 1957), p. 191.
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Problem and methodology.—The problem involved in this study was
to determine how records were kept and used in the guidance program of
the Atlanta Public Schools. The subjects of the investigation included
the high school counselors in the public school system.
The major purpose of this research was to analyze and evaluate
how records were kept and used in the public school guidance program.
More specifically, the researcher sought to answer the following
questions;
1. To find out what forms were used for recording data.
2. To find out if cumulative records reflected a compre¬
hensive picture of the individual.
3. To find out if records were limited to essentials, and
eliminated when no longer needed.
4. To ascertain the usefulness of material in the records
and how it is related to the identification and adjust¬
ment of the problems of the individual pupil.
5. To see if all the information that is needed for the
analysis of the individual is included in the records.
6. To find out if records were readily accessible to per¬
sons needing them in a centralized location.
7. To determine the manner and extent of the use of the
records by the counselors in the schools studied.
8. To find out if the entire faculty was involved in the
guidance program.
Research proceeded as follows:
The related and essential data in the development of this study
were collected, organized, interpreted and presented in the following
manner;
1. Permission to conduct this study was secured from the
proper authorities.
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2. Related literature applicable to this presentation was
reviewed and summarized in Chapter I.
3. A questionnaire pertinent to the furtherance of this
research was constructed and validated consistent with
the views of the advisors in the area of this educa¬
tional research.
4. The questionnaire was distributed to the counselors of
the high schools in the system.
5. The writer did a follow-up in the form of interviews.
6. The data derived from the questionnaire were organized
into tables and treated as stated in the statement of
purpose of the study; summarized in a meaningful form
for presentation in this final thesis copy.
7. The facts, inferences, conclusions and recommendations
are derived from the analysis and interpretation of
the data and incorporated in the final thesis copy.
Summary of related literature.—The related literature pertinent
to this research is summarized in these statements:
1. Record keeping is the indispensable service function
of any organization.
2. All records should be accurate and should be collected
continuously during the entire school history of the
student.
3. The purpose of and use of records are to contain signif¬
icant information about each child; to help the teacher
and the staff understand the child; and to furnish a
record of the child's developmental progress.
4. In order for the guidance program to be successful,
there must be an involvement of the entire faculty.
5. Cumulative records should be started at the time a
student makes his initial contact with the school.
6. Anecdotal records, attendance records, personality
ratings, work experiences, educational plans and
counseling notes are some of the instruments used in
the guidance program.
7. The testing program of the school must be greatly
expanded to include tests of special aptitude, attitudes.
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personality, special interest, social adjustment and
life values.
8. A cumulative record system should be based on the
needs, and abilities of the children it serves. A
good cumulative record enables the teacher to follow
the growth of the child through the years.
9. Zeran and Riccio state that guidance is a developmental
process, and that the records of the persons should be
developmental also.
10. Most educators in the field of counseling and guidance
agree that all cumulative records should be used to
help students understand themselves, their relation¬
ships with others and the world in which they live.
11. A good system of record keeping has certain advantages
and values:
a. It provides a permanent record of the pupil which
can be filed for future reference.
b. It provides the school administration with a means
of measuring the success of the school in meeting
the needs of the pupils and the community.
12. Jones and Galbraith in their study divided the large
general purpose of their project into the following
sub-divisions:
a. Maintenance of ctimulative records including selec¬
tion and training of individuals to make the neces¬
sary entries, and the development and use of some
acceptable system of assembling and recording data
on the personal development of each pupil.
b. Systematic use of comparable tests.
c. Development and observance of a system of continu¬
ous teacher education, so that each teacher will
understand and use cumulative records, including
test data; successfully interpret results, apply
more effective and remedial measures from their use
and learn to study each individual personality with
definite methods in the task of furthering his best
development.
d. Study the relationships between the curriculum
requirements and individual needs, leading to the
readjustment of curricula to make them conform
better to the needs of groups of individuals and
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the possible development of new elements in the
curriculum to replace or supplement existing
ones and to make the curriculum as a whole more
flexible.
e. Improvement in procedure for marking pupils and
reporting their progress to parents.
Findings.--The findings of this research dealing with record
keeping and its use in the guidance program were drawn from the data
collected and presented in Chapter II. The summary is presented below
1. With reference to the 70 questionnaires that were
sent to respondents, 56 usuable completed question¬
naires were returned. This constituted an 80.00
per cent response.
2. All of the 56 respondents had acquired a Baccalau¬
reate degree, with more than half holding a Master's
degree.
3. The teaching experience of the respondents ranged
from no years of teaching experience in the elemen¬
tary school to thirty years of teaching experience
in the secondary school. Twenty-one per cent of the
group had two years of experience as school counse¬
lor.
4. More than half of the respondents held professional
credentials or certification.
5. There were 22 forms used by the counselors to record
data. Those most commonly used were: the cvimulative
record, health record, work permits, graduate report
card, pupil performance sheet, permission from parents,
and excuse from class form. The other 15 forms were
used in varying degree by the schools. Most schools
used an average of 6 forms.
6. The cumulative record did reflect a comprehensive
picture of the individual which began as the pupil
entered school and continued throughout the school
life of the pupil.
7. The records were limited to essentials, and eliminated
when no longer needed. From the list of forms, some
schools kept a graduate personnel record, or a follow¬
up record, or a permanent record card for use after
graduation.
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8. All information that was needed to analyze pupils was
kept; standardized test data, social and academic
data, interest inventories, work experience sheets,
notes from teachers and counselor.
9. The counselor used the records in the following
manner; to assist pupils in selecting desirable
goals; to identify weaknesses, leadership ability and
talents; to assist pupil in learning self-direction;
to predict future achievement or success of pupils.10.The findings showed that the records were used by the
nurse, doctor, principal, assistant principal, teachers,
social worker, visiting counselor, coach, athletic
director, and schedule committee; therefore, the entire
faculty was involved in the guidance program as far as
the use of records shows involvement.
Conclusions.—The analysis and interpretation of the findings of
this research appear to warrant these conclusions:
1. Records for the most part were centrally located.
2. The teacher, who comes in contact with the students
more than any one else, used a variety of methods to
obtain information about students for use in the
guidance program.
3. The material in the record helped pupils identify
weaknesses, decide on vocations, and channel academic
pursuits.
4. Most of the counselors felt that they did not have
time for surveys or follow-up studies, but follow-up
cards on graduates were kept.
5. Records were kept in a variety of places, depending
on the physical organization of the school building.
All records were accessible to persons using them.
6. The attitude of the counselors reflected their interest
in the development of the total child.
Implications.—The implications derived from the findings of this
study are as follows:
1. The cumulative record is the fundamental source of
information for guidance. It is developmental with
sufficient material to help counselors assist indi¬
vidual pupils.
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2. The records are not used extensively when relating
information to agencies for job placement and to
colleges.
3. The counselors do not have sufficient time for follow¬
up studies or surveys to gain necessary information
to evaluate the guidance program,
4. The confidential information of counselee is not
private information for counselor alone.
Recommendations.—The conclusions and implications of this
study would appear to warrant the following recommendations;
1. That the State and local boards put forth an effort
to secure additional funds to reduce the counselor-
pupil ratio in the schools so that a more individ¬
ualized program of guidance may be implemented.
2. That the administration require an objective evalua¬
tion of the guidance program to determine the effec¬
tiveness or the ineffectiveness of the program.
3. That the records be used more extensively in job
placement, supplying information to colleges and
employment agencies.
4. That teacher education be extended to the end that
the teacher will understand the cumulative record,
and use the data to the fullest extent in furthering
the development of the pupil.
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I need YOUR helpll!
As a part of the requirements for the completion of my work for the
Master's Degree in Counseling and Guidance at Atlanta University, I
need the enclosed questionnaire completed by you.
My thesis subject is "How Records are Kept and Used by Guidance
Personnel in the Atlanta High Schools." In the main, I am hoping
to determine what forms are currently in use at your school and how
the information obtained on these forms is used by the school
authorities.
I fully realize that I am quite late in respectfully requesting your
help and I make no excuse for this situation. However, I apologize
for my lateness and sincerely request that you take a few minutes to
complete the questionnaire. Please be objective in your answers and
place the questionnaire in the enclosed self-addressed envelope. You
may then drop the envelope in the regular school mail.
I am sure that you realize how important this material is to me in the
completion of my work at the University. It is my hope that the com¬
pilation of this material may serve some useful purpose for you and
other members of the counseling profession at some future date.







RESEARCH FINDING IN COUNSELING AND GUIDANCE
PART I
Please fill in all of the blank spaces provided for your responses.
1. Sex: Male Female
2. Age: Below 25 25-35 35-50 above 50
3. Formal training:
a. Undergraduate Number years
Location
Degree(s)
b. Graduate Number hours
Location
Degree(a)




a. Undergraduate Maior Minor
b. Graduate
c. Postgraduate
5. Type(s) of Georgia Certificate(s) held by youi




7. What is your present position?
8. School(s) where you are presently working
9. Number of Pupils you are responsible for (or grades)10.Number of years as a teacher Counselor
a. Total years as Elementary teacher
b. Total years as High School teacher
c. Counselor in Elementary School High School
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FORMS AND METHODS USED TO OBTAIN RECORDS BY COUNSELORS
PART II1.For the items listed below check those records which are kept in




Excuse from class permit
Permit to leave campus
Parent's permission slip to go on supervised trips
Cumulative Record
OTHERS:2.How is information secured for entry on the records?
Teacher transfer data from one form to another.
Teacher interview students and record data on forms
Students record information on the record forms
Parents fill out forms
Students record information on work sheets and the
teacher transfer information to the school forms.
Counselor fills out forms
OTHERS;3.Check all of the types of information about students available
in the records in your school.
Health and Physical Development OTHERS:
School
Home and Family Life
Morals and Religion
Boy and girl relations





534.For all of the records kept in your school, indicate the name of
the record form and the place where it is kept. Use a separate
line for duplicated records.
Name of Record Place where record is kept5.For all the records listed in item 4, give the titles of persons
who use each record.
Name of Record Used by6.For all the records listed in item 4, give the title of the school
official who is responsible for recording the information required.




This section of the questionnaire includes several principles of record
keeping. These principles probably apply to different schools in
differing degrees. Please indicate the extent to which each principle
is applicable to the keeping and using records in your school.
If you strongly agree that the principle is true in your school,
circle SA (strongly agree); if you agree but not strongly, check A
(agree); if you disagree but not strongly, check D (disagree); if you
disagree strongly, check SD (strongly disagree); if you do not have
enough evidence to make a decision, check IE (insufficient evidence).
Please respond to each item.
Principles
1. The records should reflect belief in the
dignity and worth of each individual
2. The records should show a developmental or
longitudinal picture of the annual growth
of the child as a whole personality, not
merely a mind or body.
3. The information recorded by the guidance
personnel should be used to plan special
services for pupils, and find out if the
curriculum is meeting the needs of the
pupils.
4. Follow-up records should be available to
interested professional personnel in the
school.
5. The records should be used when making
reports to colleges and employment agencies
on pupil qualifications.
6. Test data shown on the cumulative record
should be used to help students.
7. Each school should keep a record which
shows personal characteristics of drop¬
outs and graduates for use after students
leave school.
8. Profile sheets from standardized tests
should be used in counseling or assisting
students.
Responses
SA A D SD IE
1 2 3 4 5









9. A structured autobiographical form should
be used to provide information for guidance.
SA A D SD IE
1 2 3 4 5
10. The Informational Services of the school
should make available to the students
occupational, educational and social
information. 1 2 3 4 5
11. All records should be examined to find out
if non-essential data are being kept. Data
considered as non-essential are discarded. 1 2 3 4 5
12. The counselor should keep a confidential
file for information which is not made
available to others. 1 2 3 4 5
13. School marks should provide some basis
for prediction of future achievement of
pupils by the counselor. Records are
inspected when prediction of future
achievement is made. 1 2 3 4 5
14. Extra-curricular activities should be
considered when identifying students with
leadership ability and other special
talents. 1 2 3 4 5
15. The counselor should use interest
inventories and records of hobbies,
reading habits, part-time work experi¬
ences and similar activities in his
work with students. 1 2 3 4 5
16. The counselor should see that occupa¬
tional information is made available to
students through brochures and other
publications. 1 2 3 4 5
17. The counselor should assist pupils in the
mastery of the techniques of obtaining
and interpreting information for
progressive self-direction. To do this
students should be allowed to examine
their records. 1 2 3 4 5
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18. The counselor should provide assistance
in narrowing choices progressively to
specific activities which are appropriate
to aptitudes, abilities and interests
manifested and to the proximity of
definite decisions of pupils. Records
must be used in carrying out this function. 1 2 3 4 5
19. Counselors may make occupational surveys
to give information on labor markets, job
placement and requirements to help
students understand, plan and select from
the broad field of work. Occupational
surveys are kept in the appropriate files
and used when planning career days and
other vocationally oriented activities. 1 2 3 4 5
20. The counselor has a moral obligation to
treat all infomation received con¬
fidentially. 1 2 3 4 5
21. Evaluation of the guidance services
should be a continual process led by the
guidance personnel. Records of evalua¬
tion are kept and made available to
interested personnel. 1 2 3 4 5
22. The counselor should make use of the infor¬
mation given by all persons who come in
contact with the child. The involvement
of the teacher and other staff members
and their records are valuable. There¬
fore, the counselor should consult with
other staff members about information
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